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	Student Financial Aid


	

	FATRK-101 Confirmation of Housing Status
Date Issued/Rev:  07/16/2007


General Description:  This procedure explains what steps are needed to complete a request for Confirmation of Housing Status request.
Responsible Manager:   Financial Aid Director
Related References:


Related Procedures:  

Related Forms:
RRAAREQ



RBAABUD




RNANAxx




ROAIMMP




RHACOMM
NOTE: The system will ‘Waive’ request for HOME09 if the following conditions are met:
· FAFSA is not Rejected
· AND HOME09 in a 'R' Status on RRAAREQ
· AND RNANA09 "Intuitional Housing Plans" is not blank (null)
UNIVERSITY OF NEW MEXICO

OFFICE OF STUDENT FINANCIAL AID

CONFIRMATION OF HOUSING STATUS

2008/2009
PLEASE SUBMIT THIS FORM TO THE UNM CAMPUS YOU ARE ATTENDING.
	
	

	STUDENT’S PRINTED NAME
	UNM ID No.

	
	

	E-MAIL ADDRESS
	TELEPHONE NO.


During the 2008/2009 academic year, I will be living: (check one)

	( WITH PARENTS
	( OFF-CAMPUS
	( ON-CAMPUS


I certify the information I have provided above is true and correct.  If my housing status changes, I will notify the UNM Office of Student Financial Aid immediately in writing.

	
	

	Student’s Signature
	Date Signed


The University of New Mexico is an Equal Opportunity/Affirmative Action Institution.  Pursuant to the Americans with Disabilities Act, if you require this information in alternative format or have special needs, please contact the Office of Student Financial Aid for assistance.
Revised 02/08
PROCEDURE
Procedure:

1.   Receive Confirmation of Housing Status form

2. 
Access RRAAREQ for the 0708 school year

3.
Enter Student ID OR Search GUIALTI using the NAME Search or Social Security Search

4. 
Identify HOME08 Tracking requirement Code and update status to ‘C’

5. 
Save and Exit form.

6. 
Access RBAABUD for the 0809 school year

7a.
If budget exists, identify housing plans -

· IF RBAABUD IS “AT HOME” and Confirmation of Housing Status Form is Off-Campus, we need a copy of rental agreement to update student budget.
· IF RBAABUD IS “AT HOME” and Confirmation of Housing Status Form is On Campus, we need to verify housing charges on RSIAREV before we can update student budget.

· IF RBABUD IS “OFF CAMPUS” and Confirmation of Housing Status Form is With Parent, we can update student budget.

· IF RBABUD IS “OFF CAMPUS” and Confirmation of Housing Status Form is On Campus, we need to verify housing charges on RSIAREV before we can update student budget.

· IF RBAABUD IS ‘ON CAMPUS’ and Confirmation of Housing Status Form is Off-Campus, we need a copy of rental agreement to update student budget.

· IF RBAABUD IS ‘ON CAMPUS’ and Confirmation of Housing Status Form is With Parent, we can update student budget.

· Access RHACOMM and leave message regarding the above situation 

· Save and Exit  - Process END.

7b.
If budget does not exist, exit RBABUD
8.
Access RNANAxx for the appropriate school year

9.
Unlock the RNANAxx file by changing the ‘Lock Current’ field to ‘N’

10.
Update ‘Institutional Housing Plans’ field with the appropriate housing code:




1 = With Parents




2 = Campus Housing




3 = Off Campus




4 = With Relatives (not used by UNM)

11. Save and Exit form.

12. Access ROAIMMP
13.
Set “Budgeting Group Assignment” Action Indicator to ‘I = Immediate’

14.
Save and Exit

15. Access RBAABUD for the 0809 school year

16. Verify Budget has been created and the Housing Plans are accurate.
* * * E N D * * *







